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INTRODU'STION 
"shy pay for the Cow ...'' 


"Why pay for the cow when you can get the milk for nothing" was the 
traveling salesman's instant reply to the often asked question, "why don't 
you get married and settle down"? Both librarians and administrators are 
asking, "why pay for additional librarians or pari-nrovessioaals when that 
_ wonderful milk in the form of the VOLUNTRER is available"? 


During the Summer Session of 1971 five members of the School Library 
Administration class developed a set of guidelines for a Volunteer Mother 
Program. The ‘cross section of this committee was nearly perfect -- two 
second grade teachers -~ one senior high school librarian -- a middle 
school librarian -- and an elementary school librarian. 


Specific questions posed were: Why a Volunteer Program? On what 
level is it best suited? Is any method of reward necessary’? What is ‘the 
drop out rate? What method of instruction is best, group or individual? 
Should the volunteer be a generalist or a specialist?, 


Tae guidelines developed answered the majority of these quistions. 
Howaver, some unanswered questions were, Liability and legal aspects af a 
Volunteer program “= volunteer mothers as a-negotiable item for unions -- 
usé ‘of capable mothers as tutors and subject specialists in satellite resource vi 

“centers. -- possible use of volunteers as substitutes when Libraria ANS arew ee! 
ill:~+« ree a of. the volunteer to cteointine ataeats singer hs 


4 
qi 


The editors of Library Journal in.& recent edition (Oct. 1, 1971; pelt) 
-fully support’ the advent of .more.volunicer programs; "few lovers of books 
and libraries could afford: to’ contribute $500 a year. to keep the’ Library” 
ruaning «~.but anyone can give the equivalent in valuable: labor by working 
one, four-hour pera tak a Neer 


Since the advent of budget squeezes and the. Nixon..Freeze ‘more. librarians | 


“and administrators are turning towards the VOLUNTEER as a possible solution |"): 


&o the manpower and money shortage. However, many librarians feel the 
training and scheduling of volunteers is too time consuming and not ital 
‘the effort. Another sore yoint is if ten’ volunteers are utilized that. 
presents ten POOEU TALES PALA BY. clashes. 


fee 


' the..volunteer naDey?' 


ste VOLUNTEER LIBRARY PROGRAM, and what is their revard? 


The studeats of L.S. 552 Summer Session 1971 feel differently. ‘the 
‘composition of the class was ten Librarians and ten teachers. Their onswers 
' to the following questions were significant: ee 


In favor of a Volunteer: Program seseeseesees¥es 16 No 4 


Would use Volunteers on: 
Elementary level Yes 15 No & 
Junior High Yas 12 No 8 
Senior High Yes 5 No 17 ‘ - 


‘Type of ating: 
Incidental day to day instruction.... Yes 14 No 6 
Formal group instruction ...ceeeseeses Yes 6 No 14 
Combination Of Doth escsccosesssccese Yes 14° No 6 


Is a manual necessary: 
Yes 20 (it is most important) 


Armed with a set of guidelines it is easy to determine wnat Librarians 
expect from volunteers. The following quotes taken from a video tape recurd- 
ing, produced at Villanova University, "Library Mothers Speax Out" echoes 
the sentiments of the volunteer when asked "What can librarians do, to keen ‘ 


"aed "Be ‘Upgiabeed =< know exactly Wiat you" wie us ear as “s hen’ uae 
» Me ‘come to work == put us to work ‘Annediately ae. E juat done: 
“want, to: flounder: around." 


as "She shows us. her. ‘appreciation + she keeps telling us how. 
glad ‘she is to have us there." .°.) beg 


ne “She foes the eee ite: ++ sne gives US a Girdetinas par “ty bee Liege 
‘then at the end of the year =~ this is ‘from her own fundsy) 


I think! -- she gives us all a dinner -- these are little things MPL is 
_ they arent ey “oom, -but they are nde 20 sh 5a8 SE ae 4 
eae Mie know we are: » appreciated - “+ "the Mother Superior tells us. goth : | 


The’ iS: 582 Summer Class of 71 has successfully frobed the hae ai of) vs, ie 


Wish aby , | 
"ny not a glass « of milk" ; ; pie ot Mea ne ) { 


PREFACE 
PROBLEMS OF A_VOLUNTSE2 MOTHER (FATHER) PROGRAM 


A volunteer program has great potential for success in most school 
‘lioraries. However, there are impertant and subtle characteristics of this 
tyne of assistance which. should “be considered before undertaking such a pro 
gram. We have examined the methods and problems of selection used clsewhere 
in our presentation. There are, of course, many intrinsic proolems in selec- 
tion, ranging from criteria of selection to informing those mothers whom you 
feel are not capable of providing the quality and quantity of assistance 


you desire. 


We shall list the problems in statement or question form and consider 
their ramifications... You should first determine if you agree with the 


statement and, if so, evaluate its significance and probability of occurrence. 


1. Untrained help may have a tendency to feel they know more than you. 
Perhaps this is particularly true of the less educated person. "The 
more you learn, the more you realize how little you know." 


‘2. This type of staffing may weaken your argument for additional 
Rea hessi ane or re ere ee 


aa A What eioula you do if a nother is “unable to. “geal: with children or. 
assumes too much control? | 


he How would you deal ‘with the wother who is sain encase a: 
“to: 80. ‘ahead ‘on her own, or consult yous eee TBE ae aclig thet wate | 


: ew ‘Possible problems for. volunteer" 8 ‘children-_ 


- As Student who inforns other classmates: that ‘pis: mother is the. et 

QU brardan, oc mae 
. Bs, Student who. becomes excited and/or assumes he is "special" 
"when his mother is present 

Gs, Favoritism displayed by volunteer to particular students” 


"Bias “Wow would you explain: the importance of the volunteers contribution 
_ to the total school. Program? : : f ; ; 


‘7 How do you manage the mother who is unable: to maintain confidences? ~ 
8. What are the unique problens: on different levels for volunteer Brograaa? : 
_ (High school, elementary Behool, ete.) : Maj tk te 


“hy 


| 9. How do you’ inform. ‘the volunteer that his assistance is no onger im 
peaeieess: : ity be A apes Ss ; 


10. How much of your time peau. be devoted to. preparing work for the 
volunteer? 
There are many other problems vhich are not listed above. However, 
"these ten represent the most significant and are closely related to others 
you may conceive. It is imoortant that you examine the many factors which 
determine the success of a volunteer program in YOUR situation. These 
factors vary and include everything from the physical Library setting to 
YOU. Perhaps you have noticed that most volunteer problems are fundemantally 
human relationship situations. Obviously, this type is often the most 


difficult to solve and will require substantial attention and understanding. 


"Easy to tell a person where to hang his 
' coat, but difficult to tell a perape you 
don't nena him Snynores 
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* ; _.. dudee Daly: Elementary ‘Peacher 
Paar 8 sola Carole - Grundy t’ Elementary Teacher ° 
“Larry Jaffe: Senior ifigh School Librarian. 


eet ince Middle Grade Adbradiiap 


var we Reta & 
’ i aa Py 


‘sobasttea a 


Assistant: Professor 

“ Department of Library Science.’ 

~ School Library Administration : 

ae Summer-1971, " me / eee ma pi ‘ 
Mowcanaien University : 


a Louise Pasternak: Elementary School. Lib.” 


eed A Rat yey ne Soe Arthur Castelueci Raa sere 


ee 


CONTENTS 


. Page 
TOPIC i: Fundamental reasons for using volunteer mothers iL 
TOPIC II: _ Introduction to the program 1 
Toric III: Recruitment procedures 1 
NOPIC IV: Qualifications and desirable traits 7 2 
TOPIC WS a of volunteer help needed | 2 
. ‘ToPIC VI: Methods of selecting volunteers 2 . 
TOPIC VII: Typical organization of volunteer mothers 2 
tie TOPIC VIII: Direction of work, techniques and duties vest i 
suited to volunteer mothers — F Bere 
TOPIC IX: Potential problems encountered 4 4 
TOPIC x: | Success of the volunteer program ere . 
. and senior high school 4 
: i sorte ; XI: | Braluating 8 the ‘program ‘of ‘volunteer mothers ee “ ; . 5 ae Se 8 


TOPIC ‘yatt: : ' Recommendations for the. continuation of this 
i valuable ‘Bractlon®, 


“suaNaRY contents : 


APPENDIX. A: Te description tor volunteers “in school Libraries 


APPENDIX Bi _ Sample application blank’ ‘for library volunteers 


Pe ee es 


“APPENDIX C ° “Outline of manual for volunteers 


fhe eT 


GUIDELINES FOR A VOLUNTESR MOTHER PROGRAM In LIBRARIES 


I. FUNDAMENTAL RBAS ONS FOR USING VOLUNTERR MOTHERS. 


/A. As a way of maintaining a successful school library program, 


contributing to the educational, and social development 
of the students... 


1. More efficient library service rendered to pupils and faculty 
2. Improves school - library = community relationship 

3. Relieves librarian from routine clérical duties - 

4. Provides work experience and possible recruitment into field 
5. Provides opsortunity for service. 


6. Additional role of media center added to a ‘traditional library setting 


B. Has as its secondary aim the individual serving as a medium that 
brings the library and community into closer contact. 


C. Provides the volunteers with a chance to utilize their time in one 
of the most worthwhile and rewarding areas - service to the needs 
of their children. 


Ii... INTRODUCTION TO THE PROGRAM. 
A. Letter prepared by librarian, endorsed by principal. 
1.. Published in. school newspaper for distribution 
.2e, Mimeographed flyer ‘sent home with students 
Bi Present. tale.” ti Meee yy hd a hale es ee a yk Ul i a gd gi 
Be! PaPeNe: groups, 8 as Pia karene tale be 
2. Mother's club . 
Cs Include. these points) 
le, dob description hops pnt Oy oh alent Bos ae aN Rat ieee 
20 Attractive. and motivating format yt : 


oo “Ask for Anterested volunteers 


rs aroha of. elected’, AP tet ode pape Nant PAT kg 
< 1. Application blank to file” ie Ag 


- ae” Name. 
b.. Address and phone number 
c.. Children attending school - ‘ages and grades 
Ge: Education. or experience Bapkarouna: 
es Job preferences — fea ag es 
f. Availability - days, hours: : we DAES oa ve ‘ 
“Ee Particular ektala" ci Pat at ree ya tet Ea enh eae 


y 


iv. QUALIFICATION 1S AND DESTRABLE RATES. 
Ae Required qualifications 1+ 
1. A sincere interest 
2. A desire to serve 


~ 


Sle é co-operative attitude 


B. Desirable traits. : Bes 
1. Dependability _ 
2. Enthusiasm 
3. Accuracy * 
Pe gt 9 4. Neatness | 
| 5. Originality 
6." Pleasant personality 
2. Positive attitude ar 
8. Willingness: to serve | 
- 9. Sense of efthusiasm 
10. ‘Appreciation of children's ‘interest 


"Co Mental ability and educational background have little bearing | 
on a mother being a good library volunteer. 


‘Ve ANOUND OF VOLUNTEER HELP NNSDSD. Aa 
Ac ‘Dependent on time the ‘Librarian has for training and supervision if : 


Te “8864 Tasned ane aua}ifications of the library staff 
+ De 


wemio3s oe 83 sory wouunnsns 


""Yolintipe® Mother's Club. 


ae provide’ the mothers. ey ‘an oppovtbuadity to: work together, 
_ .. giving and receiving: helpful ideas and. encouragement == is 
2. Membership: Open to any mother anberestnt and available to : a 
nda! the ies ofa voluates? mother. mas Ron oe ey 


3. Activities. #8 


ae a. Nechanical. ‘ 
(1) library duties 


(2) Directing volunteer program in aepdcts to be handled 
by nermbers: 
(a) Arranging: replacements when schecules need to 
be revised - switching 
b. Social 


Ce. Projects 
(1) Formulating "code for voiunteer mothars " 


(2) Enlisting community resources 
(3) Organizing public program ‘to nisieete yoiuntear 
mothers" to interested gropus 
VIII. DIRKCTION OF WORK, TECHNIGUES, AND DUTIES Bt EST SUITED TO VOLUNTEER 
 MORIERS. 
A. ORIENTATION. 


Po : 1. Objective is to faniliarize mother with the library schedule, 
; oriented to her own situation, and discuss any questions, - 


2. Introductory tour about liorary with graup or individuals, 
_ a. Reference collection pointed out with quick cornarison 
} ' ‘to catalog card, showing Dewey decimal system. 


b. Librarian talks informally, using occasional outstanding 
books to indicate relation of subject to classification 
number on back, — 


ce Order in library arrangement is shown by elias attention 
. to. neatness. and position of. books. 


a. Magazines: briefly examined cand Reader" 's Guide explained | 


e. Card catalog, shelf list, vertical file, are shown and 
» their use explained ; 


tise (Be Work | room ane various "brary tools"" introduced 


j 36 “Immediate group meeting for purpose of saute acijuainted« 

; Bi ate aia : learning general policies, and pianning for haga aman of pe 

: i Ah hee aa veluntoes, lub. ei AE eae ees Hse RSE ce Be a 

Te Babee 8 EE es an RISO Pal ids cae hae 

Mees Se eee Housekeeping | s pogth i, Beg Nee Pa host ec 

oe: ae Qe Cirenlating materials at ‘deeke:" i epee 8 BST ES ES athe te GON gag 
3. Preparing books ‘and materials — ai ee 
4... Shelving and: shelf reading 
“5e\, Mending books» 


oy. Dyping Pa: tee ee wee = Bok alo oye sho a ae ras oe 
‘97. Assisting in inventory , ; Pe 
8. Filing 


9. Splicing films’ 
10... Simple maintenance of ‘ hatdvare™’ 
_1l.: Assisting students using hardware 
"22. Distributing hardware and software | 
‘33°, peau marestele: ee ate 


10 Sa TP oe fe oe Wee oh ea 
Ome. 4, Be Gite FE BP oe Auiblin, Pt io met erat ale, aoe aa a Re OR SIE oe M5 ily BEN“ a aetiteey, 2 wf ysis. ais 


» Ke / succEss oF THE VOLUNTEER PROGRAM IN JUNIOR AND SENIOR HIGH SCHON 


al 7 a Pe: } 1 fs “ae a fi 
a eee wa ES Saf crea Pager 7 
\ i ot he 98 ae eae Coe 


C. Public relations jobs. , 
7 ode Viaison between library, students, faculty and comaunity 
2. Preparing bulletin boards 
3. Typing bibliographies 


4. Arrenging book displays and art ‘exhibits 


De. Manual for volunteers 
1. Hust be designed to fit the needs of the individual school 


2. Gives in detail: divections, policies and eR used in 
performing duties 
ae Should be. clearly wektten and easily andevataod, avoid 
technical jargon 
bv. Should include "illustrations", examples of actual forms 4 
used, and possible catalog pictures: identifying various: 
pieces of equipment used to perform duties 


3. Should be introduced at orientation or later meeting aither ' 
group or individual 


4, Copies distributed to individual mothers, and several retained 
in various places throughout the library 


IX. POTENTIAL PROBLEMS ENCOUNTERED. 


A. Tendency of untrained volunteer .to feel Eee tee in areas not 
designated 

B.  Weakens argument for additional professional paid assistance 

C. Poor volunteer - poor student relationship 


. De Lack of professional, discretion. concerning things Agarned aout ‘ 

eae ae ‘families ‘and children = gossiping | | eae 
cE. Assignments are time consuming for volunteers. ‘eho cadiaot Wople: 

» 2. without’ your constant supervision and encouragement. - 

“Fa Delicate situation where you must "release". a volunteer dccause che 
“(LS ne lorger. needed, | or failed. to-conforn to the standards set. ae 
-.| lof the volunteer organization - even a personality. Glash | 7 
G. Possible moe for children of ‘volunteer fathers: Attending. 


school?) 
a eae “Student who. inforrs his. classmates that! his. nother is the.” 
‘librarian... 


2. Student who. becomes éxelted and/or assumes he is. ignacial 4 
" », when mother is present Beas 
} ee Favoritism. displayed by volunteer. to. particular Students - 
» he) Carrying tales home from school about neighbors" children.’ 
ae st acute of time it takes to train and orient volunteers | may hinder’. 
librarian from carrying out her expected duties 


_ DEPENDENT ON THESE FACTORS: | 
Ae Parents generally have less interest : in school, and are less achive 


‘Much of the work can be done: diligently by ‘volunteer. students from’ 
Business Education classes and Library .Club Frogran F 


11. 


” Ge 


XI. 


XIT. 
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C. Lack of ability to maintain authority with older children 
D. Curriculum demsnds are sometines too challenging for non-professionals 
lw. Students do much of their library work independently, do not 
‘appeal for help 
F.. Adolescents lack appeal of younger children - rarely considered 
"outel! ‘ 
Teachers do not integrate suiject area skilla with library instruction 
EVALUATING THE PROGRAM Of VOLUNTHSR MOTHERS 
4. Tne volunteer mothers are vital, See and necessary 
to the whole library program 
B. A manual for the direction of duties is “imperative 
C. The livrary, through its volunteer mothers is able to offer 
improved service to the school, the faculty, and the pupils 
D.. The volunteer mothers are provided with a valuable and appreciated ' 
outlet for their interest and enthusiasm ‘ 
Li. . The method for selecting the volunteer mothers saould vary in each 


school according to volicies and needs of the school 


RECCUMENDATIONS FOR THE CONTINUATION oF HIS VALUABLE PRACTICE 


Ae 


Be 


C. 


That local groups of volunteer mothers organize themselves into 


_ regional associations to further their own growth, and. the 


_ growth of the idea 


Federal grants be continued so that Library Schools can conduct 
workshops and programs to popularize the value of volunteer 
mothers for school library programs 


National Guidelines be adopted 


Fi hg 9 
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Volunteer nethérs area valuable source of help to the sciiool,. the 
fas students, and the librarion. | By coming in contact with students, and 
being of service to the school, tiese mothers BAe | un opportunity for. 
self-develonment: and eniightenaent: bse Lakie etS ait 
o@here ave numerous routine duties whieh. ‘can de- done by actibtnee 
wothers, with guidance from the librarian,. Library work is growing by 
~ leaps: and bounds, and anything that can be efficiently done by volun- ° 
teers gives that much more time for she librarian to devote to professional 
service. 

Phe’ type of service depend ‘much: upon ‘the | iyge" of "iain hence the: 
importance’ of selecting that help... Several methods or Sources can be 
utilized. (All plans have inherent: disadvantages, the librarian’ will meed. 
_ fit the method to her individual ‘situation, and possibly use a 

omoination of methods. ~ 

The voluntéer parent will usually be nterested and iprove: tobe a’ 
superior workers Group. training of volunteers is generally impractical. 
Instruction should be given to one’or two mothers at atime. This in-. 

‘struction should be followed by working at the task under the librarians - 
kaldans to insure retention of. the procedure. 
The ‘librarian must: fit volunteer! help to her tine, and to the work | 
in. ‘the ‘library. 
Librarians will péobably find it most penobionl to-have a written 
order of work for each parent. Explain a few duties each day and guide 
oo them in working them out. In this way the volunteer is s constructively 
involved from the beginning. — Ls re 
BS tae Among numerous routine duties ‘performed by nicther ‘volunteers are — ae 
tne Lfollowing:. clearing tables, straightening chairs, returning books 
|, 0 shelves, delivering books to teachers, getting the mail, ‘stamping 
and putting. new magazines in the magazine room arranged according to 
cates, filing back numbers of magazines, locating back issues of ver 
.icd@icals needed for reference work, checking certain. sections of the’ 
“shelves each day to sec if they are in proper order, pasting packats; 
euetink pages of new books, typing book orders, filing cards... | eae yt ae ae 
hy “Yraining volunteers is a responsibility, not to be taken: lightly. Unyy a i 
have a place for everything - a certain shelf for books which are 
in need of: repair, for those to be numbercd, as well as a. place for’ 
unfinished work. Bach mother should be trained to put. her: work ‘and rae TN 
tools away so that others are able to. locate them. Sate eo tag 
_ MPo' some students, overyone: working in.a library is |a. , Mbrarian, ae hoe 
-and these students will ask privileges of mother volunteers. | Teach 
volunteers to refer to you all requests for Pee or ‘questions: Cee ee 
recuiring information only you can give. | _ aN A 2 
oo A-library cannot. be efficiently administered with ail velunteer ‘ : 
«help, any more. than an office can.be carried along efficiently by 
using all volunteer help. Volunteers can be of much service when Shey 
are sweet organized, well selected, well trained, and constantly guided. . ; ies 
‘Don't. be afraid to ta ‘your appreciation for a job well done. a ee 
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MAND RACHANICAL PREPARATION oF 


sist Feguist , Lists. wi 
“Gat eit catalo. Eee 


pe AEA anbat 
Raking: order cards... 
Gyping orders to dealers 


“Filing onder cards be: invoices. 
Maintaining check lists of mags. 
— Opening and collating new books: ars 


Foie marks. oF ownership \, 


“ GATALOGEIS AND. CLASSTFIGAT TON 


Ordering: printed cards 
Cataloging fiction i 
Processing added cop 
te, SO editions «. ee 


wt 


ae i 
ir} 


r Fystonine: at. eee, a 
Sorting and filing book» cards 
Filling requests from teachers 
; i» OE Ae materiale. ae equi 


1 
i 


2) ASSES TANCE 
toeating simple - bibliographica, 
alc ienans a 


PiISTCAL ux ty or mate sRTAL | 
“Preparing books: for. binding » 
Keeping bindery records 

: CARE OF SHE ALVES AND. rings 


Assist in shelving. 
depen order. 


Ge pice SELLANZOUS 


0 ST DENTS: AND eactNRS y 


AtREATS fa 


‘typing cards: and. pockets. te 


‘- books: and other Medes : 
Pavting., pogkets: i 


Lettering, habelting = seen es 
“Adding plastic » ‘covers: git tes 

’ Clipping and, tounting Gated Poca » is 
ee Lore pamphlet. file (aot se fearttne % 
+ Preparing Bamphhehe. for. Piles: ; 8 


T ameaa’ above pear 


Processing. ee a ren 


‘¢lassified books 


"Completing infos: on. n printed o: cards. 


“Reserving: yookal : 
. Issuing overdue’ notices gue 


’ Organize,’ siredlate,. cand file 
. magazines 


,, Boating and recdrai 
‘ elroulation ‘statistics 


‘Wyptng: ‘pablject Sinidogpamiton” sis ah 
“(iets of new printed and A. Ve Be a 


materials fo ‘teachers - ; 


| Bipslicglbe returne “pen "— i 


“bandey 


Reading. dbs? and’ files 
onktting books ‘and other 
library materials ae 


2 . “ASSL STING WITH INVENTORY 


Assist: iid. arden’ dit'comptiation of statiabida ‘and ‘fepovts 
‘Assist. dibragian: ‘in making displays in and, around eine ‘lib 
vAssist uiatnerl in organizing B.book fais fs 


vroe ae APPENDIX B | 
_doplicat ion for Library Volunteers 


ME sae | 5 | ‘ DATE FILED: 


- pOMR ESS 
— PHONE: hes 
- caLReN sre scHocL: GRADE LEVEL: 


__mvoriow. BACKGROLND: Check where applicable 
High, School Dipl. Academic__ Gen']__ Bus. Other __ 


| College Degree *_ Subject Area 


a: woe EIPERION NCE: 

SPECIALS SKILLS, 

: HOBBIES: 
" “wus Days | Hours 


 Rectctne nie tN ACCRA AR A OST Te RE RRC tT PES POE ERMC TET AE EE 


RE EAS FR WANTING TO BE A VOLUNTEER: 


ae is only a suggested application form. 
and can easily be adapted to most situations. 


g 15 


APPENDIX C 


OUTLINS OF MANUAL FOR VOLUNTEERS 


CIRCULATION DESK ROUTINES 


A. LIBRARY RULES AND. REGULATIONS 
B. WHAT IS DONS AT CIRCULATION DSK 
Charging 
Slipping 
Circulation records 
Setting date on stamps 
Renewals 
CHARGING OUT BOOKS = HOW IT IS DONS 
RESERVE MATERIALS 
CHARGING MATERIAL FROM VERTICAL FILS 
MAKING OUT ‘OVERDUE LISTS AND SLIPS 
> PREPARING THE CIRCULATION RECORD 


PROCESSING AND RSPAIRING 


A... CHECKING IN MAGAZINES 
B.. -PROCESSING OF MAGAZINES AND NEWSPAPERS : 
C. MSCHANICAL WORK.IN PROCESSING A BOOK - DEMCO BCOKLET 


SHELVING AND SHELF READING 


HOW TO FIND A BOOK USING DswsY 
HOW TO LOCATE A.V. MATERIALS 
SHELVING - FICTION 

SHELVING = NON FICTION 
SHELVING - A.V. 


* ROOM, SERVICES 


STRAIGHTENING 

ASSISTING WITH DISPLAYS ‘ 

KSEPING PERIODICALS AND NEWSPAPERS IN ORDER 
STRAIGHTENING CHAIRS, WATERING PLANTS 
CHECKING PERMITS 


ARRANGEMENT OF CARDS IN CATALOG 


